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Complaint Report Form 

Name of person making complaint:  

Telephone Number:  

Email:  

Address:  

Date of Incident:  Time of Incident:  

Description of Complaint:  

List of People Involved:  

Office Use 

Investigation into 
complaint: 

 

Action taken to avoid 
future similar complaints: 

 

Corrective action approved 
by: 

(print) Signature: 

Corrective action approved 
on: 

 
Corrective action 
implemented on: 

 

Tabled at Toolbox Meeting 
dated: 

 
Tabled at User Group 
Meeting dated: 

 

Additional Comments:  

 


